T

“APPLICATION FOR RECORDS DISPOSITION STANDARD

e marta
I\ST;!%L’(TIO\s Prepare in dupllcate and forward ro the Records Managn ment Analysr Management Systems Division _/:

3. Dept., Division, Subdivision & Admintstfring Office Address FonnECORDSMANAGEME&TonnmonUse
Department of Finance and Administration : - Date Received Application No. omecOmpmmd
Division of Management Systems | ‘ ; ‘

100 Peachtree Street, NW s ' - : FEB 10 1976 74-2.3% & 20 1373
Suite 1300 S S R : o AR EB ApPiicatiori Date 2. Dept. Application No.
Atlanta) Georgia 30303 T : S d : .
4. Person to Contact . TS, Working Title ¥ : 6. Telepmon.e No. -
Douglas M. Haire Records Management Analyst 586-5260
7 ACTION REQUESTED Amend schedule no. 74- 238 '

X ] ESTABLISH DISPOSITION STANDARD: DISPOSE OF PRESENT ACCUMULATIONS:

— RECORD WiLL CONTINUE TO ACCUMULATE, - NO FURTHER ACCUMULATION ANTICIPATED.

& K k]
8. Earliest & Latest Dates of Series 5 Exact Series Titie
e 1972—present Managefment Systems Project File

10. What is the functlon of the office in which this recard series is created?

See attached. ' ' :

\

—— . ——— _ e _ — e prtrT o ]

11, This file contains the following documents {include form numbers and titles, if any, and fiie arrangement):

D&mmmﬂsmhmm,o: designing systems (; €.y methods and procedures) for carrying out various
activities undertaken by MARTA. (Each system constitutes a project. )

included are: (1) Definition of the project, -~ .= .-t L
- Dzt (2) Survey of possible systems,. - o0 o7 ooiliooDo R AT e
-7-2(3) Description of the preliminary design of the recommended system, D
Fue is arranged (4) Detailed description of the recommended system (sometimes in published form)

(5) Approval statements by management adoptikig the recommended system,

(6) Various working papers created in setting up and testing the viability of .
the recommended system. These papers often are computer input documents or
computer printouts. :

(7)Periodic progress peports on the status of the systems.
~File is arranged alphabetically by name’ of progect. '

12. Equipment Occupuedﬁ ) No. of Drawers Cu_ Ft. of Recards . \* . No. of Drawe?s C“ F‘ of Records
] . ' Annual Rateg?‘Accu auog , ‘e ‘ 3
Letter-size Frle Drawers .- "" : ‘ -t : v [
L ' . % ‘ Invpf_fjce(s} in StDldl Areafs)
l.egal-size File Drawers Floor Space Decupied (Sqdare Feet)
, ) ] e | |
This tast - |Preceeding] All Prior
N N Yea(‘s Year's Year's Year's
L P : AVERAGE DAILY REFERENCES | | )
Y . b N i } o '
. F -7 - I N S “wr <P OYS NSRS B
e ! -
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QUEST|0-NNA[RE Place an "x' in the proper column. If angwer is ¢ YES ** pledse explain

YES  NO |
13. 3] [ 1ls this the Record Copy of the series?

1.1 1 X1ls therea duphc:taon of this series in another office or agency" o o _; R \

15. [X] i ?ﬁ I;the iaformation contained in this series ever summanzed or publ:shed‘f’Attach copy Detailed 7
description of system is in Publication Record Set and often in Assistant General Manager s
16.{ 1] [X] Does the series contain C|aSSlerd information requiring security handiing? Subject Files.-

1.0 ] [X ] Does the series initiete. amend or terminate agency policies and procedures?
18. [X]'V [."i] Could the function -b.e ‘perforr'ned if the fiieo nrere lost lor destroyed? | .
19.0 1 [X] s the series (or major portion of it) re-guvlarly mioro:frlmed? If yes, why?

20. .[ X] [ ] Does the record t§erles provide data as input to an EDP file? See no. (6) ianitem 11.

21.[X] [ 1] Does the record series contain documentation produced as EDP printout? See no. (6) in :Ltem 11.

22.[ ] [X] Has the Federal Government issued instructions governing retention/disposition of these files?

23. 1 ] [X] W|II there be a need for these records 10, 15 years from now? If yes what?
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24, REQUIREMENTS. The following requires the files to be kept __ﬁl(l,_,_.._years:

a. [ ]JSTATE b. [ ]STATUTE OF «c¢. [ ]JAUDIT d. [ ]FEDERAL e. fgy] ADMINISTRATIVE f. [ ] HISTORICAL
LAW LIMITATION PERIOD LAW DECISION VALUE
*(Cite Law, Statute, or other reason for the retention requirement)

TTea = T . e i — = . = T T i e X TR, TRERE e e L or o)

25. AGENCY RECOMMENDATIONS: Thns agency recommends that the file series be cut off at the end of each

.| ] CALENDAR YEAR .| ] FISCAL YEAR -[X] Other
Hold in the current files area ,w,,,,,month('s)/ _._ year{s):
Transferto [ ] State Records Center [ | Local Holding Area; hold ____.____year(s):

4

Transfer to Archwes for permanent retention. -
Destroy immediately after cut-off,

{X] Other: {Specify) Upon installation and operation of each project system place all papers

in inactive file. Cut inactive file at end of each calendar year, hold in current files
area l year, then transfer to State Records Center hold %&years, then destroy.

[ ]
L]
[ ] Destroy.
[ ]
[ ]

{Indicate briefly rationalé for recommendations above/or writé' a_dd”utioﬁal remarks):
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Approved Depgriment Recony Appro Lega! Cr nsel Date |
P A \\r O P Cindy 9.9 76
s

| ADproved qivlsmn ?Ud'f L } 2/%7 7é

“3 - \;_.— -
? . Approved MARTA Management Adv-sow Committes Date ™
et (. 2 7Sl L ' S
Approved cords Managemgpt Analyst - Date . Approved . Department of Archwes and History Date
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ITEM 10 | f

DIVISION OF MANAGEMENT SYSTEMS

‘Functions and Responsibilities

The Division of Management Systems is responsible for system
deveiopment and operation of the Authority's management information, -
planning, contfoi and'rélated systems. iThe divisioh is also
feséonsible'for providing computer processing and relatéd.support

services, management analysis, records management, and forms . |

management capabilities.

Specific responsibilities ére to analyze the Authority's
planning, control, and information systéms; provide advice and
counsel about the Authority's management information require~
ments. This includes advice on efféctive systems and computer
applications; design, édministration,land maintenance of
effective information, planniﬁg, and controi systems; iprovide
guidance and advice to managemént in exaﬁining and‘defining
objectives for existing or proposed systems and in tﬁe design
of improved systems; recommend, as neceésary,,uSe of automatéd

equipment in Authority operations and processes; perform

software evaluation and selection studies for the Authority and

provide staff and procedural controls to operate computer
facilities. The Division of Management Systems also maintains

liaison with data processing software and hardware vendors,

Ather Francit rroaprrbice anbamation Aacbicitice Aand Ather
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Division of Management Systems
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public agencies relative to their automation activities.
Also performs special management studies directed toward

development or improvement of procedures and related activities.
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Approved by: - I S0
' Alan F. Kiéépef,
4 General Manager

Date: /208 o
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¥ Wimz, and Full Addrecs
MARTA e e
Dept. of Finance apd Administration ’ ‘;0' ‘*;9"5*:*0““:‘:*: ‘-‘“;m" U;;e Compea
Management Systems Division UN 5 m i oemen Py
160 Peachtree Street, Suite 1300 - Atlanta, GA. 30303 #3174 7y g a8l -3 em

- e ..- PR Y ot s e e - —

TReeL. Pats | | rocorees £ Ean o tame Person to Contact viothiveg Time
6/5/74 529 44ob Ex 364 Douglas M. Haire . _Records Managemen t Analyst -
Inclusive Dates of Series Exact Series Title ‘ ‘
1972 - Present ‘ Management Systems Projects Files e
S blich Di ition frandaxd : apose of Preszat Accumulation;
_thAOL‘l Pequea ted I E f{zgﬁ?d will Zggilnufnhg irgiﬂ;ula‘_e o Ft-rtr-er Acc neulation Arvtmxpix_ed

har is tha f'_nhrlon of the ou:L_e iv which this record serles is f‘reaced"

" The Division of Management Systems is responsible for systems design, programming,
“maintenance, and centralized data processing of MARTA's information systems. The
Division develops and administers the Authority's records management, forms control,
. palicies, and procedurestand conducts management analyst functions for all staff
elements within the Authority.
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This fllP con:alns the following documents:

Documents relating to the design, development, and implementation of an automated
data system. Inc?uded are work programs, reports, studies, correspondence, memos,

{  program source code 1istings, flow charts, test results, file layouts, input lay-
outs, output layouts, program narratives, and re]ated jtems. Files are arranged
alphabetically by project name. » -

3
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Fapiprant Qecuoizd hert[ioh | o of Dravers |G #7 ot Records | Equipment . Occupied _ __fertliot| Mo of Drawees |0 €0 of Recorts
tetver-niiz P Drowvers n it e Ao o et e <
tesjal-Size Fre Drasevs X el B 5 ¢ | Aomual Rote 81 Accumulofion will var\y 7
B e s et - - S R edee L9 T |inSiovegqe Araalsy
Tioor Spuck Occupied LSquarc feet) 7
I - TTUTTTTT Trede \:zors TGSt Yaovs  [FrecedingYiars (M w Years
Avar.or Dai \7 Rilevences 2 0 ) - - :
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19
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23
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TQUZSTIONMRE  (Mace an X in the proper box. If ansvier i3 *Yes” p\eose exploin.) " ¢

Is this the Record Copy of the series? : £ '[l\*cs D No '
Is there a duplication of thisfseries in énother office or ageﬁcy? : ' - " [:]Yes Ho ’
15 the information contained in t.his serifes ever summarized or published? ' . . | | D‘(e.s‘ Mo
. ! : : {
Does the series contain classified info:‘mati_.o;'x requiring security 'l.;andling? '. _ DYBS@ No
Does the geries iﬁltiacef, ‘at‘nend or ‘I_:erlm'inate' agency policiels end procedures? | _ DYE:II] Ho
Could the function be performed if the files were lost or destroyed? ‘ o - DY%D No
Is the series {or major portion of it) regularly microfilm-ed? dIf yes, why? : 'DYﬁm Mo
Does the rgco‘rd series provide data as :fnput to an EDP file? S ’ - mYQSE—‘ No ,
Do“es‘ th e record series contain?aocumen tation produced as, ED? p"l.ntm..t" o - i m ?25 D Ng *;l

‘Has the Federal Government issued instructions governing the retention/ disposition of these files? D‘fe&. @_ Mo

Will there be a need for these records 10, 15 years fron now? If yes, what? _ : E]Yesm No

'24 REQUIREMENT 3:

23

: D Calendar Yzar g Fiscal Year D dcher , then:

u—‘l Hald L. Wﬁm yedvs; Yonen _;z_Destroy; or X.Transferﬁ to Ste.te Archives for permanent retention.

———— pr— L I - — S 3 oy

The £0l1%uing requires the files to bs kept_ D _years: ((ie or atfach copy of Law, Statufe, or sther reasown
for the retention requirement. '
¥

D State D Statute of D Audit [] Federal Adninistrative D Historical
Law Limitation Period Law Decision Value

B LI Py it -
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RECO?‘\MENDN"\QNS MthOdB- This tinit recormends that t‘ne§ file series be cut off at the end of each ‘ i

D}iold in the current - Flles area_l 1 m&&/yeara Fhen 0] Transfer to State Records Cehterg_

[Ipescroy after cut-off. ] ' : A ) SEC R ' !
Operating  instructions: '
B T A O e e A Tt L L e W e, TS LS T R EOK e v e " T+ T e L b h.;——.—,—_.-m-—-—.—‘—-—ﬁ——- - TR L A R T T, T B o E W A e AT L e B S e TR e, B 1L AL W
2% - ACETIOVALS: view / Approval by Depariment of Archives and Wistory
Agoraved  Daporieay Morgeraat Cfticey Uote
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ovds Mana nt Analyat Date
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Approved MARTA  Manaqement &‘reﬁ-‘mq Commitize
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. Apglication for Records Dispesition Standard ’v 'O\ »::JI:E

I TN Tment, Nanc, and Full Address commmm T T

i MARTA . e
% Bept. of Finance and Administration ; For Records Monagement Divisian Use

] lanagement Systems Division o joie Receved  Appleation Bo. U Date Completed
i 100 Peachtree Street, Suite 1300 - Atlanta, Gf-\ 303086 131974 |

3 __fppl Dare O‘_D“ e "Parson to Contact wé iy Tine

] 6/5/74 5860 Ex 364 iDouglas M. Haire I Records Manaqement Analyst _—
- Tiaz 'usue. D &:c.; o."ﬁ-e.riﬂs o ’F;\vact Se'ies Ticle :

¢ 01972 - Present [ _Management Systems Dead Project File . _
i _Action Requested| [ Rah N SRR, wrn Enmtaeni,
! ﬁazléAigw}hé :;'c:;nn of the office in which this record series is creatgg: e o T D

I T T
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Tre Division of Management Systems is respon51b1° for systems dﬂs1gn, prograrrm'lng,
- maintenance, and centralized data processing of MARTA's information systems. The
- Division develops and administers the Authority's records managoment forms control,
- policies, and procedurest and conducts management analyst functions for all staff
" elements withm the Authority. . o

e e i+ e < b & st RS T e e

This fil; contains the following dO”uJEﬂtS

Documents relating to the design, development, and implementation of an automated
data system. Included are work programs, reports, studies, correspondence, memos,

i program source code listings, flow charts, test results, file layouts, input lay-
outs, output layouts, program narratives, and re]ated items. Files are arranged
a“lphabehcaﬂy b_y project name. : ‘ :
T Foiement Decusied - hert[ih] o of Saars  |Co ftof Vecords | Eauprment  Occupied _ _ hert|iot [ Mo of Drawers |Gt ot Records
__Fouipment Occupied JCo ftof Records | quipmeny  Occapie i
Lotter-mie F\\e Dru«‘ers h 7 7 l o R
Lequ'. iz Fre Drasizes X ] 2.5 Mnlm Rate &Y Accurmuiofion W'nl vary -
S N . PN W s e e e T G L) [t S Rovane By
Hoor Spate Occupied {(SHquare feet)
— e T T T T T T T T T N Gers T st Taees | PreczdigYeors W Pron Yaore
Ajereqe Doty Retemeaces 1 ' - - -
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QIS T lO"“’*
3 Is rthis the Record Copy of the series?

1 anewer is Yoo~

- e reee

" (Place an X in the proper box.

1% Is there a duplication of thﬂb serieg in another office or agency?

Is the information contalned in this seriles ever summarized or published?
. .

Gt
B ’

'
1

14 Dees the saries contaln classified information requiring security handling?

17/ Does the series initiate, amend or terminate agen:_:ry policies and prdcedures?
Could the function be performed if the files were lost or destroyed?

19 Is the series (or major portion of it) regularly microfilmed? If yes, why?

EDP printoutr? -
22 'Has the Federal Government issued instructions governing

23  Will there be a need for these racords 10, 15 years fron now? If yes, what?
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p‘.cose zxplcm )} ?

tfves [T
; iﬂvgsman
:  [Jves X1 o
| DYgt[g]No
[Jves K] Mo
(X ves [T na
[ ] ves [XJ No
&l ves [ 0o
K] ves Clno

the retention/ disposition of these files? D‘{e&[&—l'ﬂo

DYes. No
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REQUIREMENTS:

The following vequires the files to be kept
for the retention requirement.

: .;2'4*

2 __yea.rs:

Federal

Statute of D
Law

: Stata Audic :
D Latw D . Limitation Period D

Administrative
Decision

a2 1o e A LR R R, v, 8 T -

( Cite or atfach copy of Law, Sistude, or other reason

Historical
Value

A i frr— b A A=y i nm e e~ o b T — —— —

| 25 RECOMMENDATIONS -—Methoda-

D'Jalendar Year m Fiscal Year D Other .+ Ethen:

DHold in the current flles area “_months/)'ears: then u 'I‘ran_sfer to

-t

;J{f 3 YA years) then mbestroy;-

DDa;tray after cur-off.
. Qparating Instruchions s

—— i —— -—
e e EEE——
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T 25 APPRAVALE!

e

or mTransfer_ to State Archives for permanent retention.

This iUnit recommends that théf file series bhe cut off at the end of each

 State Records Center
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Review / Approval by ‘Depaﬁmzn—‘c of Arr.hwas and \\ts&'a\-y

' Recommendotions?

-

— e

e ——— e,

Tl Approvad  MARTA  Management

e 0,/7‘/

5‘:¢.cﬂnq Committee
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